
 

Payroll Manager  
 

Role Description 

 

 

 

Grade & Salary: Grade 6 

Campus Location: Sighthill Campus, although travel to other sites and to external meetings may 
be required  
 

Line Manager: Head of Reward 
 

Line Management 
Responsibility for: 

A team of Payroll Assistants  
 

Organisational 
Structure: 

 Tick to confirm attached 

Role Summary: 
 
 
 

Provide dedicated Pay & Reward expertise and professional advice to 
employees and managers across the University while ensuring that a high level 
of customer satisfaction is maintained.    
 
The role will be responsible for ensuring all policies, processes and procedures 
relating to payroll and employment tax are reviewed and maintained regularly in 
line with any legislative changes.  
 
The University currently has c1600 salaried employees, and the role of the 
Payroll Manager is to ensure that all domestic and any future international 
payroll activities are processed accurately, while ensuring that the University 
meets all relevant legislative regulations. 
 
Working with the wider HR team, the Payroll Manager will be a subject matter 
expert in all aspects of pensions, employment and benefits tax, National 
Insurance and other associated taxes. 
 

 
Main Duties and Responsibilities 

 To lead, motivate and develop a team of Payroll Assistants, including being responsible for the 
recruitment, selection, induction and development of staff; the setting of SMART objectives; 
ensuring a high-performance culture and participation in the ‘My Contribution’ review process.  
 

 To lead the effective operation of the payroll function and be accountable for ensuring that all 
relevant payroll deadlines are met.  
 

 Ensure good governance and audit protocols are followed by ensuring appropriate controls are in 
place; processes and procedures are documented and reviewed regularly; and that the highest 
standards of accuracy and rigour are maintained.  

 

 Lead the development and implementation of a service improvement strategy for payroll with the 
aim of providing a ‘best in class’ payroll service to the University, with particular emphasis on 
customer service.  
 

 Regularly review the operating model and associated processes to ensure improvements are 
continually made to ensure efficiency, accuracy and ease of processing.  

 

 Work closely with the HR Systems Analyst to utilise the functionality of our HR/ Payroll System fully, 
with the aim of developing online payment claims and automating payroll processes as much as 



possible.  
 

 Act as a specialist point of contact, for all Pay & Reward related queries and provide professional 
and expert advice and guidance, ensuring that the University is complying with current and new 
legislation, best practice and internal policies including pay, income tax, national insurance, 
pensions and reward. 

 

 Ensure the full reconciliation of payroll, in order to report accurately to HMRC and pensions 
providers.  This will include the development and running of audit and exception reports, with overall 
responsibility for ensuring that any issues are investigated and resolved. 

 

 Prepare finance documents including BACS to ensure that all staff are paid and associated 
deductions made via payroll are paid to providers e.g. pension contributions. 

 

 Provide expert and accurate pay and benefits advice to staff including advising on the appropriate 
legislation and associated policies and procedures on issues of pay, tax, national insurance, 
pension and other voluntary deductions; ensure the completion of all statutory returns/legislative 
requirements and also ensuring that enquiries from external agencies are dealt with promptly and 
accurately. 

 

 Provide specialist advice and support in relation to all areas of employment tax and ensure that the 
University has appropriate tax governance and controls in place.   Monitor, report and communicate 
any changes to employment tax laws and build knowledge across the University.    

 

 Accountable for all monthly and tax year end/HMRC reporting including pension reporting; the 
balancing of income tax and national insurance contributions. 

 

 Ensure the accurate preparation and timely submission of UK and any international Employment 
Tax Returns (P11D’s, PSA and termination payment reporting).      

 

 Ensure that any reward practices are fully compliant with HMRC and relevant international 
regulations. 

 

 Responsible for the administration of the University’s Pension Schemes including building and 
maintaining relationships with providers, keeping knowledge up-to-date and communicating and 
implementing changes.    Review current pension processes with the aim of meeting defined service 
level agreements to increase our overall performance.   

 

 Pro-actively keeping up-to-date, and advising on, existing and new legislation, communicating any 
potential implications to the Head of Reward and the University Leadership Team.  

 

 Complete relevant data analysis and reporting on all areas of payroll. 
 

 Managing the introduction of new pay and reward policies and procedures and contributing to policy 
developments and HR projects within the wider HR Team. 

 

 To be an ambassador of the University’s values & behaviours; 
 

 Be responsible for ensuring that the information and records processed (received, created, used, 
stored, destroyed) on behalf of the University are managed in compliance with ALL applicable 
legislation, codes and policies e.g. Data Protection, Information Security and Records Management; 

 

 To undertake any other duties as may reasonably be required. 
 
 

 

http://staff.napier.ac.uk/services/secretary/governance/DataProtection/Pages/default.aspx
http://staff.napier.ac.uk/services/cit/infosecurity/Pages/InformationSecurity.aspx
http://staff.napier.ac.uk/services/secretary/governance/records/Pages/default.aspx


 

Attributes Essential Selection Criteria Desirable Selection Criteria 

 
Education/ 
Qualifications 

 

 Degree or CIPP/IPPM equivalent 
qualification or extensive 
experience in a comparable role.  
 

 

 Evidence of ongoing professional 
development or extensive relevant 
experience in a comparable role. 
 

 
Experience 

 Previous experience of payroll 
management in a medium to 
large organisation. 
 

 Strong leadership, networking 
and relationship building skills. 

 

 Extensive knowledge of payroll 
systems, taxation and national 
insurance rules together with 
substantial experience of using 
electronic payroll systems 
(preferably Itrent). 
 

 Experience of working in Higher 
Education sector (or engaging 
with) private/ public sector 
industry/ government/ business 
services 
 
 

 

Skills   Excellent customer services 
skills with a strong commitment 
to delivering solutions and 
improving processes to meet 
customer needs. 

 Strong organisational skills, 
project management skills and 
ability to manage multiple 
priorities. 
 

 Excellent oral and written 
communications skill; with strong 
interpersonal skills, combined 
with resilience.  

 Advanced knowledge of 
Microsoft packages, specifically 
Excel.  

 Ability to work flexibly at peak 
times. 
 

 A passion to seek out, drive and 
implement innovative change 
initiatives and inspire others to 
do the same. 

 Experience of developing, 
leading and implementing 
innovative solutions/initiatives 
using project management 
techniques. 

 

 

 
 



 


